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iNTRQDUcTION

The Cornellsystemlor'reportings udentorogress.summarizesinfor-

mation on the progress of both4dividu l students and whole classes of

occupational education prograbs. This system provides informltion to help.

teachers manage classroom instruction, adtlnistratorg_cuprdinate educa-

tional programs, and employers select potential employees.

The major purpose of this reporting system is to provide informa-

tional support, to help teachers better-meet the instructional needs of

students as they progress toward their occupational goals. The reporting

system can-help teaChersmonitor.each student's progress by:periodically

providing student-progress information

tional objectives.

-rmats that relate to instruc-
.

The system may also be-used-to report, individual progress to students

And parents. It can be used to generateprofiles which will assist employ-

ers in the selection of employees, promoting more effective placement of

-graduates fromoompeteney based occupational educators programs.

("-

This User's Guide describes the ISSOE profile's available for re ort-
-

log student progress. It also suggests possible usesoS the information.
t .

This is one of a. series of Ouides developed to define and, explain-

dnenps for managing, student progress in ISSOE. The-system would also

be useful for managing student progress in any competency based occupation

education program.



VALUE OF AN EMPLOYABILITY PRt FILE

Students, ers,'parents, guidance personnel, placement coordill-
e

ators, employers administrators and supervisors each have a vested in=

terest in the deVelopment And implementation4ofa ttorough and efficient

method for filing student progress. This section...will explain the

benefits which the Record of AchieveMen /Occupational1211 Profile

has for each of these groups.

-'Students

The periodic Record

(RAOPP) will provide the student with visual reference

gress toward hfs or her selected occupational goals.
1

provide the student with information to

1- assess progress toward -selected ocicwatiopal goals and

provide a basis for reevaluation of these goals;

Achievement/Occu a ional Prearation Profile

determine pra-
t,-

reports will

2. discuseTrogress with teacher

counsef-R (s) ani other;

Teachers

present to poten&al employers, a,concise record, listing

competencies achieved according to.job-title;.

motivate him or her. .waster addiLional skills in the

occupational area;

The RAOPP will provide te:1,:h,_, with information t faciliLate

man ..'went of instruction- R-2eiving this information periodically

promos dividualized instruction; 'itwil1 also help teachers

evaluate the results of instruction and revise their strategies in

time to promote.greater student accomplishment.- More precise infiSr-

.

oration will be obtained so that the teacher can discuss with each

student progress.toward'his dr her chosen occupational.goals.



These repdrt ng forms will provide the teacher with information

-:) monitor student progress. The information can be eepecially useful
4 q

for conferring with individual students

(

i ScusS the progress and expettatiops-;.

2. reassess tImIr selected occupational gals;

3. refine their eduoation plan;

-defertine special instructional need

toor8inate progress with Cooperative

cobrdinator;1--

OVO

work-experiende

-s-pot competencies that are causing particular difficulties;

7.. assess Competencies of students entering from other.sdools3

determine the range of difficulty of competencies so that

scheduling of instructional activities forfuture students:-

will-be mope accurate;

9.= determine. the range of compe ncieg and time to ,complete them

by various populations so thet futures) anning can be more

10.- determine what materials and equipment the studeht learnin

needs;

review the goals and objectives .f th4 program.

Comparing student accomplishments with ISSOF prOgr,H11 competencies ,

provides a means for program evaluation. The --.eacher can make an assess-

ment of instruction to,determine the:value of the curriculum. Analy§is

of student accomplishblent may suggest revisione,in either curriculum or,

instruction.

These performance reports, especially the Class Progress Chart,,

provide information that the teacher can utiliz n working with the

adminis ration. Thdy are a bads forlevaluation of the educational
I

program's strengths and weaknesses, and help identify its arcomplishTents.
%-

Using the reportg, teacher=s andadministrters: Can more easily determine

what resources and technical inservice training are necessary. Modifi7
,

cations or revisions can then-be discussed.

)

V__



Student progress information can be dsed by the teacher to inform

=

the public about ''ham hccupational education program. Reviewing the

accomplishments of students provides advisory or trade committees with-

facts on which to..base recommended program revisions.

The employment community also benefits from the reports. Employers

:learn which jobs students Are being prepared for;* what compe.tepcies are*

ta.ught;' and'xhat level of achievement students have,reached.
,.

By

comparing the needs of employers with program objectives and, ndividual
4 -

competency, suitable ,students can be,matched withjartichla emp oyers.'

information can-alSo be obtained to monitor the progresS of special

populatiols. Revi ihg this information may suggest-revisions,iminstruc-
,

ticnal' strategies and,materialsin order to improve perforMance o

particular_ group or in ividual..

Parents

The RAOPP alloWsarents to ebserre the progresS of t4pir'child

toward pre - determined' occupational goals. Itfdisplays -specific infor-

mationmation on well-defined jobs and, the corresponding competencies needed to

perform them.

wit ah provides specific information forparevits to review with

teacherix, or guidance counselors when they disctss their daughter's or

.son!S:-pfogress. It. shOWs the studerIt's Prpgress in an Occupational

pregram, and lets parents know-what jobs their child has learned. The
A

reports can form a basis for reassessing pupil occupational goals.

The RAOPP detailed description of individual students' Rrogress

,provides a-more precise record to be used when consulting with the

student. 'Such information will provide a basis for assessing student

progress and for determining necessary.adjustments or changes in the

student's chosen goals.
irm

.FL



This informatiOn also provides a good basis for conferences With

pardnts and teachers
i
who assist the'studnt in making.decisions regard-

,

ng his or her occppational preparation.

`Placemen-: Cooidinators,

The RAOPP informs the placement coordinator of the individual

student's competency in
if entry level tasks. This will assist.

s

the coordinator in kaping eMplOyers inforthed of'potential applicants.

Employers

The formsprovidesa profile that can show the employer the jobs

t

for whicH the poteritial, employee (former student) is prepared.- It

also shows the proficiency level the person has attained in each job'

_

Du% ring the job interview, this type o e4loyaWility profile will

give the potential'employer a more precise record of the persons

:Ides This wilt,LaiSist in the }firing decision because the'proEile

shows the person's training in jdbiLrelated terms.

Administrators and SJPeryisors

The RAOPP is useful in pot., _ . .
_

students, This information can be used for superVisor?conferenees

th the teacher as well4as for diseussionsibeeep:individual 'students
,v_

and their parents. The form will/beThelpful accomplish

-4)
men n ofisndividua

the pr. _ens of irreividu0

_tudents in occupational.education programs.

Difficult program competencies can be,identified and strategies

,developed to improve student attainment of these comp tenciess The

information provides a starting p6int to review the value of those

competencies and whether they shOuld be, emoved.

1.



KEP RYINC FORMS .4, E !PLOY BI4ITY PROFILES

o!ISSOE forms. are used to report student progres§, These are:

(A) The Individual Education Plan 4T..E.P.). and (B) Class Progress Chart.

For information describin how to use these for reporting st udent progress,

please see the ISSOE Gdide, I'lleporting Student Progress

The Record of Achievement /Occupational Preparation Profile (RAOPP) is

use d to report student progess in profile,fgrm at regular,,,intervals, deter-

mined bythe local administrators. It also provides a summary record of

achievemen hen the, student leaves, pr grajbates frbm, e occupatioDal

program..

Completion Instructions

Data are transfkred from either of the student data reporting instru-

ments on to the RAOPP. (Refer to pages 10-16 for an example of- a RAOPPY

To complete the RAOPP:

On the cover page (she page 1p ) fill in the sEndent's,
/ --

instructor's and school's name along with the data-the

profile was prepared.'

.0n the competency page (see page 11) , type v print the

Dictionary of Occupational Titles (D.O.Til) Job Title

. the long box at the top of the page. Indicate the job

Title number after the Job Title.

3. In the small space to tip left and under the. D.O.Tl, Job

Title type or print the six-ait ISSOE task number for

the first competency the student was taught for that

particular Job Title. Then,.in tilt space next to the

ISSOE task number fill in the words that best describe

that par ticular task. Youlmay have to abbreviate the

task in order to make i into the spacd.

4



Place a row cif Xs in the space under the pp oprista

proficiency heading (Not Instructed, Instructed-Not

Completed, or Completed) to indicate the instructional

levei the student had reached fox that, particular task.
. $

_

Th0 following instructional leVels tray be nsE d for reporting __udent

progress on the RAOPP.

Instructional
Indicator Description

Ni

NC

Not,Instructed.-
This indicator is used to e*plain that th* student
should not be held accountable for this task. At

the time that "NI" is indicated on the IEP, the
student has received no instruction related directly
to this task. When "NI" is marked, the column "Darr
Completed" should be left blank.

Not Completed.
This indicator is used to show that the student
should not be held fully accountable for this t
At the .time that "NC" fs indicated on the iE,P, the

student has received Dome instruction related to the
task'but has not received all'the instruction necessar'
to insure thorough,knowiedge and proficiencyof the
task's requirements. When "NC" is marked, the.column
"Date Completed" should be left blank. The teacher

should make note', however, of the diate the competency
was assigned and determine UV student appears to
have trouble completing the competency in a reasonable
time..

17

' Completed
'This indicator is used to show that Ae student should
'be held fully accountable for the requirements of this

task. The 'student should have completed the task's
requirements as Specified in the USOE catalog, and be
proficient at the leVel(s), described by the Criterion

Referenced

WheU the pfoficiencT level is marked with a "C", the

'teacher should indicate in the column labeled "Date.
Completed", when the student finished the task.

ttontinue this procedure (steps 13 and each task related

to a' pitrticular Job Title If necessary, use additionai

competency pages



If the student has been instructed in: more;,than one Job

Title, use additional competency pages and follow steps 2-5

again.

If there are unused lines at the bottom of the competency

page, use a marker to void those lines.

Return to the cover page. Under the section titled

"Occuaptional Preparation Pfoile", type or print the D.O.T.

Job Titles' for which the student is being trained in the

long space to the left.

9. 'Place Xs, in a manner similar to tha.t which was done for the

competency pages, under the appropriate proficiency heading¢
.

to indicate the instructional level the student had reached,

for .that particular Job Title.

10. If your school elects to use the Employee Characteristics

sheet ('see Rage 12), you, should complete it by indicating

opposite each of the characteristics the appropriate level

for the student. After this is completed you should indicate,

in the appropriate spaces, the number of days the pupil was

present and the number cif days (VLogram Days) the c.ia1.5 wa

held.

11.1 The sheets should be stapled,

plated pro_iling package. If extr6 'topic 4re ntifiAed, f4

distribution to the Central- school ortico, ciastir

tether and present_d as d COM-

parents etc., copies can be prepared by (A) making ,olt.?on

copies when the originals are prepai (10'photodupliraring

the prepared copy or (C) preparing by hand another copy as

was done with the or

An example of the complete -A r i show« on pa ,es 13 to 10.
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EMPLOYEE CHARACTER _TICS PAGE' RAOPP

Employe
Characteristic Requites

Supervision I
Adequate Outstanding

Safely 3 Health Pragli es T

Responsibility !

Co-watker RelatiOnShIPA I

Cooperation ir---171

t Iniltative

Grooming 14 Personal Hygiene I
I

IF

E====]
Compliance with Rules & Regui_

Conscientious Work Performance

Sellcontrol Linder Stress

Acceptance of Supervision TI771

Attendance
Noiol Days Present

No. of Program Days

12
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E)tMFLE RAOPP COMPETENCY PACE

/

--uJã

r__________
TOCK rLERX D C T 37 1

T6i L_! nCtV Ctdit.i -iii_: _____ kCCCC(XXI

-

O2U )cp1e k Pcrd L_ ------- L
002 _________

L
L--= L c

J3 rtrc _____ vncrv I--

/Ei

XL --
I

Li
1 j

cxcc <ctxcxxx 'x co I

1 cC(\( ccccc X2C

LIJ
_______________________ L.

S



EXAMPLE -- RAOFP COMPETENCY PAGE

sALE5 CU 0,0.-r 4 290,47' 1

..010101 amplato

01010

u5E. ChOCX

Complece

---
_omplee Sate/Outst e

201061 COMp1067

cha a » s; e,

c g0 10a> 7 u ,'17-1

uvma -al -

.4)10110 ACCdO CEASE _d n

145,-d dA

01)21_1;



E RAOPP EMPLOYEE CHARACTERISTICS PAGE

Employee
Characteristics Supervisign

1
adequate diusisnoing

Safety & Health Practices I 7 7 -ci

Responsibility

Ca- worker Relationships

'1,:nopention

initiative i-x-x-x-A-Kx-u

Grooming P 1 Hygiene

Punctuality L

corroianc8 with Rules & Regulations

rvccccax

Conscientious Work Perlermance

Sall control Under Stress xXxxxx

1.,ccaxxxx

::cunxa

X:COZCC:CX I

cX.:CC`C`Ct

ceptance at Supervision i 1 voccta

Attendance
No. al Gays Present ~ '2

No, at Program Gays '3

16



Completion Options '---

There are five options available to local educe ion agencies for

completing of the Record of Achievement/Occupational Preparation Profile.

They are:

,l. Local Preparation -- Manually.

This option has best been represented by the previous

examples. In this instance, all form completion is

done at the LEA, manually.

2 LEA Preparation--Computer Asaisted.

This would only be viable if the LEA had its D computer

vstem. Jto regarding pupil programs and progress

could be maintained in the computer. At the close of a

reporting period the computer would prepare RAOPPs for

each student.

Local PreparationComputer' Assisted.

This option could be used in Instanceswhere the LEA

does'notihave a computer to use but could contract with

a local business that engages id.thes.e types of activities.

The business would then,prepare the RAOPV.-With data being

provided by the LEA.

Distant PreparationManually.
a

This would involve an outside agency preparing the RAOPP,,,

with data being supplied by the LEA. The outside agency

could either come to the LEA and gather the data directly

from' the .Class. Progress Charts or ludividual Education

Plans of the students, or the LEA could mall the data.

Either way, the outside agency would prepare the KAOPP

in much the same manner as would Individual school

personnel.

Distant Preparation--Cumput.e Assisted_

Again, an agency separate from the LEA wdUld be ceriLlaki,J

to provide RAOPPs. The agency would either gather the

data themselves or have it sent to them. Hu ever, the

RAOPP would be produced by a computer.

17-



The ISSUE forms for IEPs and RAOPP have been designed with th se

options in mind. All of these forms will fit into a standard type -iter;

they are also easily adapted to most computer systems. All

form completion can be done by going across rdws- rather tha u and= down

columns. And to make-the forms easier for both manual anci- er

completion, all rows are in increments one rvpewriter or c mlAtet carriage

roll apart. In Summary then, dep,nding unon which complgc on option the

administration selects, the ISSOE _arms generally are east]; adaptable.

18



DISTRIBUTION P

Dis ribution of the Reco Achievement/Occupational Preparation

Profile will be determined by the local school district, The local

district is responsible for maintaining privacy of records and insuring

'confidentiality of information. If an outside agency is used, the local

disti"ict must receive assurances that the agency will maintain' privacy

of records.

administration

The local administration will determine the distribution schedule

for all totms and will aliso determine the reports needed to meet local

conditions.

Students

Individual students should reLe4ve

profiles are returned

(=Lc KAOFP

the teacher these i.,tttt 1z10 L.Itt t)

A summary RAOPP sttucild he pre ent,a L, the .L.ae,,L att-L c.o.tote4.

ut

determined by the distri graduation would be Lhe ideal Mute.

the program. Time plat=1,, Lu prese.i Elise 10 ,Ludelan

iepurt_ dc(:Aimplish boLh patetao all .mpl"record -can be used rO

reach

the L,t -,

Gul anue

The idauce ut tire Litieuld

the student's tile.

19



User's Guide to IS$OE discussed the options for-developing

profiles which de,scribe the technical and nontechnical o- :omes from an

occupational ,training program. It is primarily designed to assist

Leathers in thia..completionof.g cord of Achievement/Occupational Preparation

Profiles and Class'Progres Charts.

Should any problems or questions arise, first co tact yon t Idrng

administrator for as 1st nee. Should the ploblcm still persist, ,:ootact

your ISSOE 4(egional Coordinator, Area Fat: litator ur

for Occupational Education (607-256-6515) 1-

21
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